HDS Web Administrator
Common Web Admin Problems
Sub-Entity Management (branch)

1) Adding a new branch is a three step process:

1) Branch (Sub-Entity) added by the Web Administrator on the web (include phone number).

2) Complete the Existing Lending Partner Information Branch Information form, signed by the Web
Administrator and faxed to Minnesota Housing.
http://www.mnhousing.gov/idc/groups/public/documents/webcontent/mhfa 002199.pdf

3) Minnesota Housing adds this branch (Sub-Entity) to the originating offices, allows this branch to
appear as taking application, adds payment information to the branch and adds “MHFA Loan” and
“Not Participating” Contacts to this branch office.

If steps 2 and 3 are not completed the User will receive “"No programs found” error.
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You need to submit a new branch sheet so the branch can be added to your contract.
http://www.mnhousing.gov/idc/groups/public/documents/webcontent/mhfa 002199.pdf
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Complete this form, main office contact MUST sign and fax to 651-296-8292
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Please provide information for each branch office that will take applications under
this contract (if applicable). Please supply information in the format provided
below. After your organization is granted web access to the programs, your
Lending Partner Web Administrator will maintain all branch office information.

Branch Business Name:

Fax the completed form to Minnesota Housing. Minnesota Housing will check if you have a
signed contract for the program if so we add the branch to the program(s).
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2) Updating a Sub-Entity, the URL has to begin with http:// or https://.
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Branch

(180) 043-7000

am - 5:00pm Monday-Friday

|[Entity: Test Bank| ID: 999900 | City: Saint Paul]| |[Currently Accessing ||| Sub-Entity: Test Bank - Woodbury | 1D: 999901 | City: Woodbury ||

Sub-Ertity Management

Info
@ Hame:
@ dentification Number:
Address

2 @ Business:
P o City:
County:

¥ @ State:
DZIP Code:

Phone Number:

Fax Number:

;| Test Bank - Woodbury

1 559501

11101 Valley Creek Rd

Woodbury
Washington
MN -

55125

 (B51) 437-0000

(651) 437-0001

Sub-Entity

Name Continuation:

@ Entity Type: Branch

Mailing:

City:
County:

State:

ZIP Code:

Phone Extension:

Toll Free Number.

B

;| http:dfeew w testbank.com

-[(180) 043-7000

E-mail:

m

03/07/2013

Sub-Entity Management (branch)

Page 2 of 2



	HDS Web Administrator

